State of California

DEPARTMENT OF WATER RESOURCES

The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION
Student Assistant (E&A)

DWR POSITION NUMBER
2120-4871-900

SAP POSITION NUMBER MCR
50023954 1

APPOINTEE
Vacant

SAP PERSONNEL NO.

DIVISION/SECTION
O&M/OCO/Utility Business Process Analysis

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:

Confidential Related BU:

Rank and File BU:

RESPONSIBILITIES EXERCISED
[ Supervisory [ Lead Person

IMMEDIATE SUPERVISOR (Print)

Hamid Kharazi

SUPERVISOR'S CLASSIFICATION
Senior HEP Utility Engineer

APPROVED BY (Personnel Analyst's Name)

DATE

Amanda Jack 10/15/08

Percent of

Time Activity

POSITION SUMMARY

Under close supervision of the Senior Hydroelectric Power Utility Engineer and with guidance from
the Associate HEPU Engineer, the Student Assistant serves in a trainee capacity and assists
analyzing engineering data (Energy and cost) and entering Utility Billing Services invoices.

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with others; maintain regular,
consistent, and predictable attendance; exercise good judgment. The specific essential duties are
as follows:

50% Assists with maintaining the Engineering Utilities Billing System database of over 500 individual
electric and gas services located throughout the state at O&M Centers, small pump stations,
recreation facilities, rain gages, etc.

15% Prepare engineering cost analysis reports. Using engineering applications, assists to develop and
improve ACCESS database.

15% Ability to use software applications includes Excel, Word and ACES database (highly desired).

10% Responsible for updating Monthly Utility Billing Services invoices data base.

10% Perform special projects as assigned by the supervisor.

SPECIAL REQUIREMENTS

Willingness to work in a trainee capacity and do routine or detailed work in order to learn the
practical application of administrative principles; willingness and ability to accept increasing
responsibility as appropriate for the position. Ability to lift 40 pounds. Must possess and maintain a
Class "C" California Driver License.

SUPERVISOR’S STATEMENT:

I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR’S NAME (Print)
Hamid Kharazi

SUPERVISOR’S SIGNATURE
>

DATE

EMPLOYEE’S STATEMENT:

| HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE’'S NAME (Print)

Vacant

EMPLOYEE’S SIGNATURE

>

DATE
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	activity: POSITION SUMMARY
Under close supervision of the Senior Hydroelectric Power Utility Engineer and with guidance from the Associate HEPU Engineer, the Student Assistant serves in a trainee capacity and assists analyzing engineering data (Energy and cost) and entering Utility Billing Services invoices.

ESSENTIAL FUNCTIONS
This position requires the incumbent to work cooperatively with others; maintain regular, consistent, and predictable attendance; exercise good judgment.  The specific essential duties are as follows:

Assists with maintaining the Engineering Utilities Billing System database of over 500 individual electric and gas services located throughout the state at O&M Centers, small pump stations, recreation facilities, rain gages, etc. 

Prepare engineering cost analysis reports. Using engineering applications, assists to develop and improve ACCESS database. 

Ability to use software applications includes Excel, Word and ACES database (highly desired).

Responsible for updating Monthly Utility Billing Services invoices data base. 

Perform special projects as assigned by the supervisor.

SPECIAL REQUIREMENTS
Willingness to work in a trainee capacity and do routine or detailed work in order to learn the practical application of administrative principles; willingness and ability to accept increasing responsibility as appropriate for the position. Ability to lift 40 pounds. Must possess and maintain a Class "C" California Driver License.
	supervisor's name: Hamid Kharazi
	employee's name: Vacant
	personnel analyst: Amanda Jack
	personnel date: 10/15/08


